Faculty Handbook (1951-1952) by Moorhead State Teachers College
Minnesota State University Moorhead 
RED: a Repository of Digital Collections 
Faculty Handbooks Handbooks 
1951 
Faculty Handbook (1951-1952) 
Moorhead State Teachers College 
Follow this and additional works at: https://red.mnstate.edu/facultyhandbooks 
Recommended Citation 
Moorhead State Teachers College, "Faculty Handbook (1951-1952)" (1951). Faculty Handbooks. 2. 
https://red.mnstate.edu/facultyhandbooks/2 
This Book is brought to you for free and open access by the Handbooks at RED: a Repository of Digital Collections. 
It has been accepted for inclusion in Faculty Handbooks by an authorized administrator of RED: a Repository of 
Digital Collections. For more information, please contact RED@mnstate.edu. 
1951-52 
Faculty Handbook 
Moorhead State Teachers College 
Office of the President 
This is th~ third edition 
of the Fac~lty Handbook. 
It is designed for the con-
veni en ce of the staff. Each 
fnc~lty member is enttt led 
to two copies, one for .col-
lege use and .. one for horne 
use. It is hoped that each 
faculty member wi II find 
this edition of the Faculty 
Handbook of real value . 
THE COLLEGE CATALOGUE 
Faculty members should make themselves 
thoroughly fami I iar with the current catalogue so 
as to be informed concerning the organization and 
the regulations of the College. 
The Student Handbook contains much informa-
tion which is also of interest to the faculty--
grades and honors, student load, withdrawals, 
regulations governing class absences, etc. A copy 
Of the Handbook may be obtained in the Student 
Personnel Office. 
PROCEDURES Fffi CURF< ICULUM CHANGES 
The following 
of the procedures 
has been adopted 
changes and delays 
cata Iogue: 
schedule for the implementation 
for ma~ing curriculum changes 
in order to obviate hurried 
inthe publicatio.n of the annual 
1. November I shall be the last 'date on which 
d iv is.ions and departments or committees of the 
counc i Is may recommend curriculum changes for 
the 1952-53 catalogtothe Council on Advisement 
and Specialization, the Council on General 
Education, and the Council on Professional 
Education·. 
2· December I shal I be the last date on which any 
of the three foregoing c ounc i Is may recommend 
curricu I um changes tot he Counc i I of the Facu tty. 
3. AI t catalog material that involves changes wi II 
be acted upon by the faculty at its first meet-
ing after the Christmas hoi idays. The recom-
mended changes wi II reach the faculty through 
the minutes of the Counci I of the Faculty prior 
to the faculty rreet ing in which the changes are 
d ete rmi ned. 
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FACULTY COMMUNIQUES 
The President prepa~es in mimeogr~phed form, 
whenever the occasion arises, a communi que concern-
ing the educati.onal and administrative policies 
of the College. This year Series X I wi II provide 
official information to the faculty. 
Copies of the following recent communiques, 
which may be of special interest to new faculty 
members, may be obtained in the President's Office. 
Vo i. V Ill, 
Vol. IX, 
Yo I. X, 
No. 8 - Mid-Quarter Reports 
No. I 0 - S i c k Leaves 
No. II -Abs e nce . from Campus . 
No. 12 - Leave of Absence 
No. 14- Prof essional Contacts 
No. 5 - Faculty Tenure . Regulations 
No. 8 -Graduation Requirements for 
Transfer Students 
No. II- Policy Concern.ing Availability 
of Salari es 
No. 12 -Proc edures for Curriculum 
Changes 
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TEACH I NG LOAD 
Th e normal t eaching load in the Col lege is 16 
hours a week, in the College High School 20 . hours 
a wee k , and i n t he E I e me n t a r y S c h o o I t he e n t i r e 
work of one grade with the exception of physical 
education. n· is load canst itutes approximat e ly 75 
per cent of the amount of time each instruct or is 
expected to g ive to the Co li ege and to the Col l oge 
High School respectively; approximately 25 pe rce nt 
of the teache rts load consists of such r es ponsi-
biliti es as att e nding committee mee tings, t n king 
charge of activities, etc. In terms of teaching 
load, work in activity courses such as physical 
education, industrial arts, music, sci e nce labor-
atories, etc. is given two-thirds of the value of 
theory coursE:s. 
The teaching load for membe rs of the adminis-
trative staff is dependent upon their r esponsibil-
iti es other tha n teaching. With f ew exc ept ions a ll 
members of the academic and professional adminis-
trative staff teach at l east half time and, unless 
the ir administrative r esponsibilities require more 
than one-fourth time, carry a full teaching load. 
ACADEMIC FREEDOM 
-N'o limitation shall be placed upon the teach-
erts freedom in the expos it ion of his own subject 
in the classroom so long as the statements are not 
definitely anti-social. No teacher shall claim as 
his right the privilege of discussing in his class-
room controversi a l topics obviously outside his 
own field of study. The teacher is morally bound 
not to take advantage of his posit ion by introduc-
ing into the classroom provocative discussions of 
irrelevant subjects. The Col l e ge recognizes that 
the t eache r, in speak ing and writing outside the 
i n s t i t u t i on, i s e n t i t I e d t o p r e c i s e I y t he sa me 
fre edom, but is subj ccttothe same responsibility, 
as attached to othe r citizens. 
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CONVOCAT ION, FACULTY MEETINGS , 
AND COMMENCEtviENT 
Faculty members a r e expect e d to attend all 
faculty mee tings and convocationsand partici .pate 
in the commencement exe r~is es . Academic garb is 
worn to.commencement exe rcises. Arrangements may 
b e made with the Se cre tary to t he Pr~sident ~o . 
r ent academic garb for this occas ion. 
Con voc ati ons a r e held during the day in the 
auditorium of Weld Hall. As faculty and students 
are expected to attend, no conferences or appoint-
ments should be scheduled during convoc ation hour. 
Attendance at convoc at ion is not expect ed of the 
f aculty of the laboratory schools a l though t eac he rs 
a r e urged to attend if they have no conflicting 
ass i gnments . Faculty and studentsarealso expected 
to at t end ev e ning programs. 
Regu lar faculty me~tings are held; special 
meC; tings are called as the occ as ion demands. If 
a m <~ mber of the faculty finds it impossible to 
atte0d any one of these meetings hG should r eport 
that fact to th e Pr es ident prior to the meeting. 
SALAR Y CHECKS 
Salary ch ecks a r e distributed to members of 
th e faculty on the 27 th of each mont h or, if such 
day falls on a Sunday or a hoi iday , on the follow-
ing work day. lhe distribution of s a lary checks 
on pay-day nearly always advances an unearned 
increme nt of the monthts sal a ry. Should a faculty 
member withdraw fromhis position following r ece ipt 
of his check, he wi II be ex pect ed to r eturn to the 
Col l ege the unea rned balance. 
5 
FACULTY GROU PING 
The State Teachers Co liege Board has adopted 
a faculty salary sched u le which includestheclass-
ification of faculty members into groaJI>$, The 
basis on which faculty · members are classifi ed, and 
the crit e ria for promotion from any group to a 
highe r group _and for rneri_t increases inc tud es such 
factors as: 
I· Ac ad emic pre paration 
2· Instructi onal skill 
3. Coope rative capacity 
4. Institutional and community l eade rship 
5. Se nsitivity to professional g rowth 
. Th e minimum acad emic qualifications for the 
five groups a r e as follows: 
Group 
Group 
-Earned a nd compl et ed doctor•s degree 
II -Earned doctorat e or comple t ed mas t e r•s 
degree plus two ful I y ea rs of graduat e 
r esid e nce credit 
Group til -Ea rned and c o mpl et ed mast e r's d eg r ee 
plus one full y ea r of g r adu ate resi-
de nce credit 
Group IV - Earn e: d a nd complet ed mast e r•s d egree 
Group V - .Les s tha n mast e r's d egree 
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FACU LTY SALARI ES 
11 The following salary r a nges (fornine months• 
employment), s a lary ste ps, sa.lary me rit inc·r eas es, . 
arid e cQno mic s~lary increments for the co! lege 
years if"\ the b i ennium f; nding J u ne 30, 1953, are 
establis hed for .prof ess ional-acad em ic positions in 
all s tat e t e ach e rs coll e g es , e xc e pt thos e of 
ad mi n istrative pe rsonn e l, int he unclassifi ed s e r-
vic e o f t he s t a te civi I se rvi ce : 
Salary 
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11 0 n Se pt emb e r I, 195 1, ••• the r e sha ll be added 
to each employee ' s sal a ry fiv e econ om ic increme nts 
for his ran ge and group." 
Each economic incre me nt is sub ject to the 
l eg al provision which g ov e r ns sa l a ri e s tor all 
State emp loy ees . If t he r e is no chan ge in .th e 
Bureau of La bor St a tistics of th e U. S . De pa rtment 
of labor Cost-of-Living Ind ex,. s a l a ri es w i II be 
thos e given in the Ce rtificate of Emp loy men t. 
Sa I a ri e s will increas e or d ecre ase in accordanc e 
with the fluctuationofthe Ind ex dete r mined by the 
Director of the St ate C ivi I Se rvic e De part me nt. 
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ABSENCE FROM THE CAMPUS 
11 ... no employee of any one of the State 
T'eachers colleges, classified or unclassified, 
s ha II be absent from duty without the perm iss ion 
of the president of the college concerned;" Pro-
v. is i on f or i m p I e me n t i n g t h i s reg u I at i on is made 
through an application form which is available in 
the office of the President. 
When an absence is incurred by special assign-
ment,. except in the case of absence in the regular 
I ine of duty, the procedure of f iII ing out the 
blank should be followed~ 
OFF ICE HOURS 
Faculty members should estab I ish off ice hours 
for consultation with students, and· report .the 
hours to the President•s secretary for toCII.fsjon 
in the Faculty Directory. 
LATE ARRIVAL AND EARLY DEPARTURE 
.. 
Faculty members who report for work late at 
the beginning of a quarter or leave school before 
the end of a quarter are subject to a loss of sa 1-
ary in proportion to the number of days lost from 
work. 
LEAVE WITHOUT PAY 
Upon request an. emp I oyee may be placed upon 
leave of absence without pay onther-e,(;omrnendation 
of the President and the approval of the Board. 
No leave without pay shall extend for a. period 
·greater than a year. 
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SICK LEAVES 
... a fifteen-day sick leave sha II. be credited 
to ~I I new uncl~Ssificd employees at the time . 1 
of th.eir appointment to· cover possible i 11'-
ncss during their first year .• Thereafter· 
they shall be entitled to one day of sick 
l'9ave for each month employ·ad. 
Sick ·leave shall - be granted upon the .r 
authortty of the presid~nts of the variou~ 
colleges for absences made necessary by r<::aso·n 
of iII ness, injury, exposure to contagious 
diseases which may ·endanger the individual or 
the pub! ic health, or illness or death in the 
immediate family of the employee making it 
necessary that the employee be a bsent from 
his duties. The aRlount of sick l ec.ve granted 
wi I I be calculated at the rate of five days 
per calendar·week. Holidays and non'_.work 
days occurring at the be·ginning, the end, or· 
within any sick-leave period shall not be 
charged against the employee.--
Minutes of the State Teache rs Col legs Board· · 
To administer the sick-leave regulations a 
record of all absenc8s incurred for re asons I isted 
in the Board minutes is necessary. The absentee 
should report immediately if possibl e . Forms for 
that purpose are available in the office of the 
President. All absences should be reported di-
rectly to the President through his secretary. 
EMPLOYMENT OF SUBSTITUTES 
Arrangements for substitutes, including bot·h 
personnel and remuneration, must be made throug~ 
the Office of the President. 
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SA BB ATICAL LEAVE 
A facultj' member is eligible for sabbatical 
leave after having been a ful 1-t ime member of a 
r-.qnnesota State Teachers Colleoge faculty for at 
least six years. 
The purpose of sabbatical leaves is tog ive 
the individual faculty members opportu n ity to ex-
t en d the ir ed ucation and training to en rich the ir 
lives so that they will become more valuable mem-
bers of their college faculty. 
Sabbatical lea.ves should bf; for one academic 
y ear with r e mune ration at the rate of one-half of 
the r eg ular salary. In some instanc es a leave may 
be granted for a part of a y ea r, but not l es s than 
one colleg e quartr~r, with half pay fotthat pe riod. 
It is required that a faculty memb e r return 
to his c o ll ege after his sabbatical l ea v e for at 
least on e y ea r of academic s e rvic e ~ If he fa i Is 
to do so, he wi II be r equire d to r e fund to th e 
coll ege the money he was paid by the coll ege dur-
ing his sabbatical leave. 
TE NUR E 
No member of the faculty sha II be cons id e r ed 
a s h a v i n g p e r ma n e n t o r c o n t i n u o us t e n u r e u n t i I 
after th e expiration of a period of three years. 
During this prob ationary pe riodan instructor shall 
be appointed for t e rms of one yea r, with the und e r-
standing that r ea ppointment beyond this pe riod 
plac es him upon pe rma nent or continuous t e nure . 
Pe rma nent tenure c an not be secured without 1119iet i ng 
the minimum requ in,m~: nts of the master's - degree or 
eq uiva l ent ( as defined by the American Association 
of Colle~es for Teacher Education~. 
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Certificat es of appointment are transmitted 
annually (in trip! icate) by the President as evi-
dence of renewal of contract. One of these is to 
be retained by the instructor. The remaining two 
copies must be retur.ned to the President within 
two weeks of the dat e of r eceipt. 
RETIREMENT 
All staff members and e mploye es , admin-
istrative· and otherwise, of the t each e rs 
cot leges sha I i retire at th e age of sixty-
oight. Wh e r e the sixty-eighth birthday falls 
within the college year, r etiremen t shall 
take place on Au gust 31 of that year. 
Staff members automat ica I ty become members of 
the retiremen t fund. 
State Teach e rs Retirement Fund.--At I 
teachers and those engaged in' educational 
administration, who hav e attain e d the age 
of twenty-fiv e years, in the State Teachers 
Cot l e ges are membe rs of the State Teach e rs 
Retirement Fund. 
Me m be r s , t h r o u g h t he f i s c a I off i c e r o L 
the i r co I I e g e , . pay i n to the fund a s urn 
equivalent to fiv e pe r cent of th e ir annual 
s~lary; however, no payment shall exceed 
$100.00 per y ear. 
. . . . . . 
I I 
THE . FACULTY ASSOC IAT •ION 
The membership of the Faculty Association 
includes alI membe rs of the instructional staff 
of the .C ollege and other mem.bers of th e st a ff on 
the unclassifi e d list who. shall have paid the 
regular membe rship du es of $2.00 per y ear. Special 
assessments may be mad e by vote of the me mbe rs of 
the Association. 
The purpose of the Association is to promote 
t he we I fa r e of . t he f a c u I t y of M . S • T •. C • a n d t o 
cooperate with the other Minnes~ta State Teache rs 
Colleges in t!he . promotion of the we I fare of the 
faculties of thes e co.lleges as a group. 
The Inter-Faculty Policies Committee consists 
o f t w o r e p r e s e n t at i v e s f r om e a c h of t ·he f i v e 
facultiesofthe t-.1innesota St ate Teache rs Col.leg6s. 
This Committee determines the pot'ic ies that a r e to 
be followed in worKi _ng for the interests of the 
faculty . members. It is a. lso active in promoting 
legislation that is of interest to facultY, members. 
SMOKING ON THE CAMPUS 
Smoking on the campus is not considered a 
moral issue f'or e ithC; r menorwomen or for students 
or faculty. Students and faculty a re permitted to 
smoke in offices, including the Faculty Rest Room, 
and in the Student Ce nt e r. Smoking is prohibited 
in classrooms, in corridors, and in eRtrances to 
buildings, inc IVd ing the front steps of Maclean 
Hall. Smoking is also ·p.roHibited in the Library 
and in laboratories. 
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IWll 'IT DIRECimY 
Abbre-viations for office assignments 
CS - Campus School 
and addresses: 
· Dorrr:i tor ies 
HS - High School 
M - ·MacLean Hall 
PE - Physical Edn 
B - Ballard Hall 
C - Comstock Hall 
Wh - Wheeler Hall 
W - Weld liall ------ ---~--------
Snarr, 0. Yl. 
ThurLer, C. H. 
Adctic<t. t, Herold B. 
Adc lber ~ , Arthur 
Ade lbe;g, Marian 
Anfinson, Olaf 
Bartels, Alice 
Bierhaus, Fred W. 
Boudrye, Mason fl. 
Brand, Werner E. 



















President 1301 :> Av S 
Business Man~ger 918 10 St S 
Geography 617 5 St S 
Supr, Fourth Grade 1327 1 Av S 
Supr, Kinder ga rten 1327 1 Av S 
Di v, Sci and Math Wl-e e ler 
Dept of Music 509 12 St S 
Dept He a 1 th, PE, P.ec 623 U St S 
Div, Sci and Matli 906 f2 St s 
Mat~, Col High Sch 601 14 St s 
Supr, Fifth Grade 901 10 St S 
Fargo · 
Div, Lang and Lit Wheeler 
Prin, College El Sch Corustock 
M236c Dean of Women 8l~h 10 St S 
CS124 Supr, Second Grade . 604 ·s Av S 
















Erickson, Allen G. M201 Div, La~g and Lit 508 10 St S ·. 3-3868 
Foreman, Earl 
Frick, Flora M. 
Gill, Bernard I. 
Grantham, Virginia 
Green, E. F·~rn 
Greger son, ·Grace 
M236a Dir of Adm, Rcc, 
and E-~aluation 
629 14 St S 
M232 Chm, Dept H, PE&Rec 906 11 St S 
l.ibr Head Librarian 1215 2 Av S 
M325 Foreign Langua l es 61~ Center 
M227ib Div, Lang and Lit 711 11 St S 








Hanson, Lois Ann CS136 Supr, Third Grade 1315 5- Av S 3-3638 
Harmon, H. D. ~109 Chm, Dept of Music 1330 3 Av S 3-3621 
He a ton, Paul M332c Oun, Dept Bus Ed 418 Elmwood A• 2-0547 Far go 
Holen, Pagna W20T Home Econo!l1ics, UlS 906 7 Av S 3-3924 
Holman, Ilet to CS202 Art, Coll ege HS 'i09 12 St S 3-3213 
Eoln.quist, Ddsic M. ~04 Dir, Lower Comstock 3-3304 
Divisions 
Jenkins, John M. M236d neon of Men 904 13 ~ s 3-2923 
Johnson, Dorothy IVJ04 Div, Socia l Sltudics 911 10 Av S 3-0720 
Johnson, Nels N. M319a Deptment of Art 301 f'udrcy Ct 3-1160 
Johnston, Jarie CS209 Sci and Math CP.S 1306 11 Av S 3-2634 
Kin g, Genevieve N. \HOI Chm I ni v Sci and 
Math 
1324 5 Av S · 3-2205 
Kise,. Joseph M~ Chm, Oi • Soc Stud · 812 6 Av-·S 3-1176 
Ki vi, E. Karen Libr Libraria·n 1324- 5 Av S 3-2205 
Lau, Estelle M243 Div, S~ci e l · Stud ies 1124 ·6' Av S ' 
3-0R69 
Lee, P.alph CS220 Business Education 1316 11 Av S 3-216T 
Lindquist, Evangeline ~:148 Nurse 1016 6 Av S • 3-1735 
McKeller, Jessie 
Meinecke, Addison L. 
Murray, Byroo D. 
Olson, Vernon E. 
Petrie, Viola 
' . 
Robbins, Glaydon D. 
Schueller, Lor~aine 
. Sei~nkranz, Walter 
CS109 
PE151 Dept Health, PE,Rcc Comstock 3-3304 
W14 . Di ~, Sci and Mat h 524 10 St S 3-2184 
M227c Dir, Upf)«7r . . . Elmside RR 1 3-4294 
~v~s~ons 
M332a Div, Professional 621 14 St S 3-3751 
Education 
CS209 English, CHS 1306 11 Av S 3-2634 
CSlll Dir, Professional 903 1 Av S 
Division 
M332h Social Studies, CHS 706 6 St S 




,smith, Marian v-:- M3'04 Di v, Sci. and Math 601 11 St S ·3-0025 
Smith, .,. . Edison_ B Dir, Bal1ard H~ll Ballard 3-2378 
Solem, Lyl R. CS202 Engl, Soc Stud CHS 923 7 Av ·s .3"0276 
~rensen, F.. R. M236?. Dir, Placement and 1315 5 Av S 3-"3"638 In-Service Educ 




Tainter, Ethel M244 Div, Lang and -Lit 711 11 St s 3-0552 
Ursin, -Otto W8a Dept, lnd Arts 611 14 St S 
3-3818 
I ~ 
~ - Val t>nti, Jasper J. C."212 Prin, Col Hi f h Sch 613 14 St S 3-3947 
u Votapka, Ray L. W205 Dept of Music 904 10 St S 3-1730 
I 
Wegner; Mrtr lewe WBe Dept, Ind Arts . 1215 7 St S 
3-3201 . 
Wenck, Maude '11204 Dept of Music 502 Cent cr Av 
3-0014 
Williams, Matilda A. M313a . Chrn, Pept of A-ft 1110 7 St S 7637 Far s o 
w~lliamson, Mary B. CS133 Supr, Se~on ~ Gr ade 711 11 St S . 
3-0552 
Wooldrik, Marvel CS206 Li brarian, Elem 11011 13 St S 3-~~17 School 
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Cl.ERlf'..AL STAFF 
Berg , Marjorie M217c Bus inc ss Off ice 
Brud• i g, LaVern~ M236 Admissions Office 
Edwards, Lucilt> PO Duplict.£in g Dept 
Fev i.g, Jessie CS212 CHS Prine Office 
Findlay, Marjorie PO Post O£fice Exchg 
Holmberg, Thelma M217c Business Office 
·Johnson, Gladys M217b President's Office 
Lewis, Beatrice E. M217c Business Office 
Ma;thews, R;ath K. M227 Personnel Office 
Mortrud, Lois CS111 CS Dir Offi,ee 
Perkins, Elnear M236 Placement Office 
Ilobinson, Betsy . M204 Dir Lower Di vn Off 
So lien, ~.uby MlOB Bookstore 
SPECLI\1. smVICES 
Dahl, Millie H. · Do1·m & Food Service Director 
Addicot.t., Helen Supervisor, Student Center 
Anfinson, Mary Jane Dormitory Counselor 
SmitfJ, T. Edison Director, Ballard Hall 
!~~~-t_I. __ j!~ines~-Mana ge r 
Grier, Ben B. 




Hansen, J. C. 
Dyrud, [l'homas 
Gavin, Jrho;;,as 
Myklcbost , Lewis 
MAINlt'NA~CE SllAFF 
Chief En gineer, Heatin g Plant 
Engineer, Heating Plant 
Engineer, Heat in '?. Plant. 
En gineer, Heating Plant 
Engin ee r, Heating Plant 
Chief Custodian, MacLean Hall 
Custodian, Campus School 
Custod ian , MacLc: an Hall 
Custodian, Wheeler, Com~ pck 
Olson, Carl Custodian, MacLean Hall 
Rekansrud, Christ Custodian, Campus School 
Ric e , Clarence Custodian, Weld Hall 
Wicklund , Anton Custodi an Phy. Ed. Bldg . 
Carpenter, Emery Buildin gs & Grounds 
1023 7 Av. S. 
1307 4 Av. S. 
3-2096 
3-369 5 
Pi erce Tr Park ~-9966 
JOlQ 5 Av. S. 3 -044>' 
1010 4 Av. S. 3-1821 
520 15 St. N. 3-1130 
1116 n Av. S. 3-1977 
803 11 St. s. 3-0191 
7.16 10 St. S. 
1023 7 Av. S. 3-2n96 
1508 Front St. 2-3102 
. Fargo 
116 6 Av. S. 3-1139 
406 liSt. N. 3-1601' 
Comatock 3-1138 
61? .iiSt. S. 3-105J. 
Whee-ler 3-0709 
Ballard 3-2378 
918 10 St. S. · 3-3303 
1023 8 Av. S. 3-0117 
603 10 St. S. 3-2665 
1216 2 Av. N. 3-1142 
912 3 Av. N. 3-2323 
1317 4 Av. N. 3-3448 
810 10 St. s. 3-1797 
318 10 St. N. 3-3264 
322 9 St. S. 3-~64 
9{)2 3 Av. N. 3--2026 
605 :r St. S. 3-2162 
:no 1 st. s. 3-1289 
712 16 St. N. 3-27t06 
212 6 Av. S. 3-0114 
Ballard 
FACU LTY DUES AND FEES 
Faculty. Association annual dues •••••• 
M.S.T. C. Student Exchange annual dues • 
$ 2.00 
• 7'5 
Fac u lty-s tudent activities fee (an nu·aiJ •• 15.00 
All employees whose t e rms of service 
at M. S.T. C. beg an withtheFa ll Quar-
ter, 1949, or subsequently are ex-
pected to purchase activity tickets; 
all othe rs a re e ncoura ged to do so~ 
Hous e dues. · •.• I pe r cent of cine m·onthls $alary 
Faculty Social Committee 
Faculty Persona I Committee 
Minnesota Education Association annual dues 
National Educati on As s ociation a nnua~ dues 
Membe rship in t he M. E.A. and t he 




Th e du e s and f ee s I ist ed abov e ar e payable 
Octob e r 1st, wi'th the possibili t y of making 
arrang e me nts for d e f e rr ed paym e nt if d <:: s ired. 
GROUP MEDI CAL I NSURA NC E 
The faculty of Moorh ead Stat e Teache rs Coll ege 
is organiz ed for g roup hospital and medic a l insur-
ance und e r th e B lu e Shi e ld and the B lu e Cross. 
Miss Viola Petri e is c ha irma n of the fac u lty 6om-
mitte e in charg e of this proj ect. 
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NEWS TO THE PRESS 
Instructors and employees of the College are 
requested to give information for publication di-
rectly to the person in ch_arge of furnishing such 
information to the newspapers. 
TEXTBOOKS 
All students are expected to purchase books 
necessary for c~ass us e . The M.S.T.C. Student 
Exchange, Inc. I Maclean lOS, serv es as ' th e agency 
for handling t extbooks. Requisition forms for 
textbooks, available in the Student Exchang e , 
should be fi lied out by the instructor, approved 
by the head of the d iv is ion or d e partment, and 
returned to the Exchange ~II in advancG of the 
opening of the quarter so that the books may .be 
available for the first day of classes. lt . is 
suggested that faculty members inv es tigat e the 
supply of textbooks on hand before placing their 
ord e rs. 
SELLING TO STUDENTS 
Faculty members are not permitte d to collect 
money from stud e nts for any mat e rial, books, 
s y I I a b i , o r s e r v i c e s • B o o k s a n d mat e r i a I s a r e 
sold through th e Student Exchange (bookstore J; 
a II oth e r mon e y must be paid into the Business . 
Office. 
STUDENT LOAD 
T h e n o r ma I s t u de n t I oa d i s 1 6 q u a r t e r h o u r s 
of credit • . A student is not pe rmitted to carry 
more than 18 hours without authorization of the 
Council on Educational Polici es , and th en only in 
case his honor-point r a tio is at l eas t 2.0 for e i-
therthe preceding quarterorfor his entire record. 
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USE OF BUILDI NG S 
Requeets for the use of rooms for any sched-
uled activity for a recognized student club or 
organization of the College are made at the of.fice 
of the deans (Dea n of Men and Dean of Women). If 
janitorial help is need ed in getting r eady for. the 
activity the Business Manager should be notified 
in ample time to make the nec essary arran geme nts. 
Faculty membe r -s are not authorized to make 
commitme nts for th e use of colleg e fac i I it ies, 
e ither room space or equ ipment, to outside organ-
izations. Such r equests should be r ef e rred to the 
Business Manager. 
AUDIO-VISUAL EQUIPMENi 
Audio-visual l ea rning an'd ' instructional aids 
have been assembled in th e I ibrary. The r ecord-
ings are avai tabl e to f aculty and stud ents and may 
be withdrawn in th e same manne r as books or maga-
zi-nes. A listen ing unit has· been c stablished, ·and 
ea rphones can be· secun.: d by calling at the I ibra r.;,. 
ian•s d esk . Requests for proj ectors or other 
e quipmen t for class use should b e made to th e 
Business Off icu . 
DUPLI CATI NG AND STENOGR APHIC SERV ICES 
Duplicating and sten o g raphic services are 
available to faculty members. Stencils should be 
turned i·n to the room adjac ent to the Coi lege Post 
Office by 3:00p.m. on the day preceding the time 
the mimeographed. material is ne ededr If it is 
nec es sar.v for the stenographer to cut the stenc i Is, 
the copy must be furnished in cl ea r, r eadab l e form 
at l east forty-eight hours in advance. 
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THE COlLEGE L I BRAR Y 
The I ibrary is located on the first floor of 
MacLean Ha II. There are two large reading· rooms~ 
one ofwhich contains the reference books and bound 
magazines. Th e re is a separate room for current 
periodicals and a special reading and conference 
room reserved for faculty use. The general I ibrary 
t..ooks are located in stacks back of the loan desk ·. 
Except forthe reserve section, all stacks are open 
to faculty and students. All records and films are 
housed in the library. 
Books are us ua I I y I oaned for two-week pe riods. 
Faculty members may borrow books for longer periods 
~~to exceed the duration of a school quarter. 
~"§aiin"'es~e-13t et:trre11t liontbet~ are loaned~ 
~~ iods f'lot'tee><eeee three d?:)4-ilj '''F"F , c r· • 
r: $ tJ ,., over-night only. ~~lj /}.J 
A~~~~~~c&~~ 
Lists of new books rec e lved at the I ibrary are 
made frequently and distributedtoall faculty mem-
bers. Those books of profess iona I interest are 
placed on the table in the faculty reading room. 
Requests for books to be plac ed on res erve for 
class use should be mad e to the I ibrarian well in 
advance of the date when the books wi II be assigned 
for reading. Blanks for this purpose m.."'tybesecured 
at the loan desk. · Instructors are urged to inform 
themselves of the number of copies of a book ava it-
able before· making assignments. 
The building of the library collection Is a 
cooperative activ"ity of librarians, division and 
de partment heads, and instructors. Purchases should 
reflect alertnessof iriterestand professional judg-
ment of a I I concerned. Requests ·for the purchase 
Of new books should be made through the division -
~d~h+r~IJ; 
~ ' _- --U..._ 
R~PJRTS, RECORDS, AND GRADES 
Class cards ·are se·n·t out from the Pers.onne I 
Office to each instructor at the beginning of the 
term. No· student is off ic ia fly enro lied · in a class 
u n I e s s t he i n s t r u c t or has a c I ass c a r d s tamped 
REGISTRAT-ION APPROVED and bearing the ·student's 
na:me. 
"" 
A class roll is not likelyto_. be completed 
until the e nd of the firs.t week of , r .egularly 
schedul ed class es, and there fore it is best to 
d e fer entering names in the · ·class book unt i I that 
time. This is the time also to make sure t •here 
is a card for ev e ry stud en t and a student!-:for 
every card. No class card should be given up to 
a student unless he prese nts a 11 Chang e of Prog ram" 
slip signed by his advis~r. 
C tass r ecord books for the y ear are issued 
by the Business Officeto instructors upon request. 
About the end of the fourth wee k of each t e rm 
the Re,gistrar will ask each instructor for his 
class cards in order to make up th e 11 0fficial 
Re cord" sheets. Class cards wi II then be r e turn8d 
to t h-= instructor. The "Offici a I Record" she ets 1 
however, wi II be ke pt in .the Reg istra rts Office, 
to be called for bY. the instructor at the e nd of 
the term wh e n grades are made up. 
At the e nd of the .te rm, grades are. report ed 
. in a twofold manner: (I) on th e class cards 
(arranged in alpha betical orderl; aod C2l on th e 
"Official Record" sh ee ts. The instructor. should 
make sure that his signature is on each card and 
each she et. The "Official Record" shee ts·,cannot 
be stress ed too much. They are kept in th e vault; 
they constitute the source of all stud ent scholas-
tic records, and the bas is for Veterans Administra-
tion payments; they must be accura-t e and compl e t e . 
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Grades to be given include A 1 B, C; D; E for 
failure; Inc. for incompl ete; and W for withdrawal 
aft'e r the fourth wee k of r eg ular cl asses, with the 
date the stud e nt drops the course. A student is 
to be given an E rather than a W if he is failing 
at the time of the withdr awal {aft e r the f-ourth 
we e k), or if he drops a course at a n·y time without 
arrang ement by his adviser. In spt: cial c as es in-
volving withdrawal by consent of the adviser after 
the Hrst four wee ks, a notice wi II be sent to the 
instructor by the Registrar ' s Offi'cc. 
An instructor should give an 111 nc" in a course 
only when the work has not bee n compl ete·d as a re-
sult of circums~~Jl~Q~_Q~ond the control of the 
student. The incomplet e must be made up by the 
stud e nt in the next quarter of h is r esidence. He 
should be told to fill outa petition a t the Regis-
trar's Office a nd pay his f oe before the work is 
done. Rec e ipt by the instructor of a new class 
card is evidence that the student has paid his f ee . 
It is the student's respons ibi I ity to s E;e th at he 
completes the work in the time et I lott ed. When the 
instructor turns in the new cl a ss card he should 
call at the office to a.dd the . grade and date· to 
the proper "Official Record~' sheet. 
No grade (exc ept Inc) c a n be ch ang ed a fter it 
is reported to the Registrar~ unl ess for the cor-
rection of a cl e rical e rror. · In such instance the 
change must ! be made on the nOfficial Record" sheet 
by t.b£_ instructor over his signature • 
.Mld:-QUarter......teDorts.--Midway in each term, as 
indicated in a notice from the office, a r e port 
form, obtainable in the Registrar 's Offic:;,, is to 
be f i lied out for eCJch student whose work up to 
that time is aD or E. This report does not become 
a part of the student r s permanent rec ord, but is of 
great value in couns e lling. The defici ent student 
is r eq uired to confe r with his advis8r and his in-
structorand get both signatures on his r e port form. 
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STUDE NT CLASS ABSENC ES , 
Procedure to Be Fo II ow~d by Instructors and 
Advisers with Regard to Student Absences 
I. The individual instructor is responsible for 
keeping a record (in a regulation rollbook)of 
daily att.endance in each of his classes; · 
2. Students wi II report excused absences to the 
i nstructor by means of pinks I ips from e ither 
of the deans or the college nurse , and the 
instructor is to record such excuses in his 
·roll book. 
3 . If a student is app roac h ing e ithe r the maximum 
of unexcused abs e nc es or the maximum of total 
a b s e n c e s , i t i s t he res p o n s i b i I i t y of t he 
instructor to warn him and also to r eport the 
fact to the Stude~t Personnel Office by mea ns 
of the red 11 Rcpo rt of Student AbsenceS" card. 
The Student Personn£ I Office wi II send a copy 
of the instructor's r e port to the student~s 
adviser, who may act at his discrE: tion. 
4. If a stud e nt&~£.§..§..£~ e ither the maximum of 
unexcus e d abs ences or th e max~mum of total 
abs e nces, it is the instructor's r esponsibility 
to report the fact to the Student Personnel 
Office, usinga. red card in the manner described 
above . The St ud e:·nt Pe rsonne I Office w i I I s end 
a copy of the instruct o rJs r epo rt to the stu-
dent's adviserandwifl also notify the student . 
5 . The student ' s adviso r is the n resporis, ible for 
investigat ing the cas e , for advis ing the stu-
d e nt of his ri ght of appeal, and for recom-
mendingtothe Board of Appeals what he be lieves 
to bE: a suitable cours e of action . Th is 
r ecommendation may be in the form of a written 
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memorandum, a phone ca I I, or by pe rs ona I con-
tact, a nd should be made through Or. Murray. 
The student, however, is th e one .who must 
appear before the Boa rd if he wishes to appeal 
his cas e . 
6· Th e action tak8n by the Board of App8a ls is 
f ina I. 
a . Th e resp onsibility for enforcing th e 
attendance regulations rests with th e 
individual instruct o rs and advisers, not 
w i t h th e S t u de n t Pe r s o n n e I Of f i c c • 
b. The at t e ndance r eg ulations are given in 
the Student Handbook. 
Faculty members in doubt 
about any -c o ll ege proced-
ures should consult those 
persons n:s pons i b l e for 
determining the spec ific 
procedure involved. 
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STUDENT ORGANIZATIONS AND THEIR FACULTY ADVISERS 
Departmental Organizations · 
Art C I ub 
Drag on Masque rs • • • 
The Euterpe Singers • 
Future Teachers of America 
f\a ppa Pi 
Language C J ub • 
The 11 M11 C I ub 
Rho Lambda Chi 
Mat i Ida · A • W i I I i a ms 
A I I en G. Erickson 
• • • .Maude 1:-l. Wenck 
G . D. Robbins 
• Alice Corneliussen 
Virginia Grant ham 
• • • • Roy J. Domek 
A I ice Corne I i ussen 
Women's Athletic Association 
F lora M. Frick (l.nd Jessie Mcf-\e liar 
. • I 
Honorary Organizations 
Alpha Psi Omega • 
Kappa De Ita Pi 
Major-Minor C I ub 
Sigma Tau Delta • 
S i gma A I pha Iota 
A I pha Phi Gamma • 
Allen G. Erick'son 
G. D. Robbins 
• Flora M. Frick 
Byron D. Murray 
• . : .waIter Se ldenkranz 
Re ligious Organizations 
Young Women's Christian Association • 
Lois Ann-Hanson 
Lutheran Student Association • • • Marion Smith, 
Evangeline Lindquist, and Otto Ursin 
The Newman Club •••••••••• Alice Bartels 




Pi Mu Phi • 
Psi Delta Kappa • 
Owls 
.A. I pha E ps i I on • • 
Mrs. 
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Genevieve N. King 
• Mrs. T. E. Smith 
Frederick 8ierhaus 
Dorothy Dodds 
. Joseph Kise 
Marlowe E. Wegner 
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Insurance, group medical, 17 
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27 
MSTC 
\ :~J:1If~:~~~~;~:~~~: \J tion of public school teachers-
~taffed with teachers educated 
/'1 
-..1leading universities-providing 
a curriculum based on the point 
of view of human growth and 
development and emphasizing 
breadth of education for special-
ization-exercising a religious in-
fluence without fostering creed-
al beliefs. 
